Building Administrator Mid-Year Conference (Rhode Island Model)

Help Topic

Form Purpose:

The Building Administrator Mid-Year Conference Form is an evaluator-initiated form to be used during the building
administrator evaluation process.

Form Design, Part 1:

T

Rhode Island Department of Elementary and Secondary Education

| Building Administrator Mid-Year Conference

Date of Conference: |

Use the original Student Learning Objective descriptions to discuss each objective. If revisions te objectives are necessary based
on evidence presented at the conference, make those revisions on the relevant Student L earning Objective form(s) and make
sure the set is re-submitted for approval.

Student Learning Objective Descriptions -
NONE

Student Learning Objective Artifacts -

Mid-Year Student v

Learning Objective

Revisions:

Domain 1: Mission, Vision, and Goals

1a: and maintains a school mission, vision, and goals that set clear and high expactations for all students, &
r and stakehold
NONE
1a Formative Score: v

1a Priority Feedback:

'b (5 | | Tahoma B J U|A A A- .| = & =:= | B
A

1b: Continuously improves the school through effective planning and prioritizing, managing change, using research and best -
practices, monitoring progress, and allocating resources.

NONE
1b Formative Score: -
1b Priority Feedback
* (0 |[Tahoma BIU|AA A P | E==@ == B

Domain 2: Teaching and Learning

2a: D I a strong collak ive culture focused on student learning and the d { of p i I oo ies, which  «
leads to quality instruction.

NONE
2a Formative Score: v
2a Priority Feedback
% @ |[Tahoma BIU|AAA P =E==@ == B
2b: Ensures the implementation of effective research-based instructional practices aligned with Rhode Island and national -
standards.
NONE
2b Formative Score: v
2b Priority Feedback
% @© |[Tahoma BIU|AAJ A Y === @ =iz
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Form Design, Part 2:

2c: Impls pRropri school st ies and practices for awv; i perfol e and =
accountability to monitor progress toward the mission, vision, and goals.

NONE

2c Formative Score: -

2c Priotity Feedback
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Domain 3: Organizational Systems

3a: Addresses real and i to the ical and i safety and security of the school community. -~

3a Formative Score: -

3a Priority Feedback
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o
3b: Establishes an infrastructure for parsonnel hiring and retention that supports the imp of ing and ing. -
NOMNE
3b Formative Score: v

3b Priority Feedback
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-
3 and imp: an ev: ion and support system that drives staff and student growth. -
HONE
3c Formative Score: e

3c Priority Feedback
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3d: Establishes an infrastructure for finance that in support of improving ing and ing. -~
NONE
3d Formative Score: v

3d Priority Feedback
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4a: Partners with families and i bers to develop and pi services, and staff outreach to improve -
student learning.

NONE

“4a Formative Score: »

4a Priority Feedback
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4b: Responds and reacts to the community’s needs by providing the best possible resources to students, families and the -
surrounding community.

NONE

4b Formative Score: »

4b Priority Feedback
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Form Design, Part 3:

Artifacts - Building Administrator Professional Practice

Based on all available evidence to date, prioritize Professional Practice feedback to the building administrator.

Professional Practice - Summary of Priority Feedback:
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Domain 1: School Responsibilities and Communication

PF1: Understands and participates in school/ district-based initiatives and activities.
NONE

PF1 Formative Score: w

PF1 Priority Feedback:
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PF2: Solicits, maintains records of, and communicates appropriate information about students” behavior, learning needs, and
academic progress.
NONE

PF2 Formative Score: w

PF2 Priority Feedback:
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PF3: Acts on the belief that all students can learn and advocates for students’ best interests.
NONE

PF3 Formative Score: -

PF3 Priority Feedback:
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Domain 2: Professionalism
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PF4: Works toward a safe, supportive, collaborative culture by demonstrating respect for everyone, including other educators,
students, parents, and other community members, in all actions and interactions.

NONE

PF4 Formative Score: w

PF4 Priority Feedback:
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Form Design, Part 4:

PFS Formative Score: | |v|

PF5 Priority Feedback:

2 @Ql[oma [F]B I UAN AP IE=E=EIEIIEEIEB
NONE

PF6 Formative Score: | |v|

PF6 Priority Feedback:
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Based on all available evidence to date, prioritize Frofessional Foundations feedback to the building administrator.

Professional Foundations - Summary of Priority Feedback:

B, @ [raema [ B 7 U|A N A ¥ EE= @ =B

Additional Comments:
Y@ [ CBIZU AJNA Y E== @ EZIB |

Professional Growth Plan Reviewed:
) Yes () No

Building Administrator Acknowledgement
{To be completed by the building administrator)

I have read this form and have had an opportunity to comment. Clicking the ACKNOWLEDGE button is equivalent to an
electronic signature. My signature does not signify agreement or disagreement.
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Process Overview
1. Locate the Form in the Process View

Located on the “My Caseload” tab of the evaluator dashboard, the Process View is the primary means for an evaluator to
participate in the evaluation cycles of those educators he/she is responsible for.

After highlighting the target educator in the top portion of the Process View, you will see his/her Evaluation Profile in the
bottom portion of the Process View. This area is used to schedule, complete, finalize, and monitor the forms comprising
an educator’s evaluation cycle.

Schedulerassigned Admin Status

Not Scheduled Not Scheduled

= =

2. Schedule the Form

After expanding the appropriate observation component (e.g. “Mid-Year”), click the form’s corresponding Schedule Form
(calendar) icon. This presents a pop-up window asking for date, time, and location. If delegating to another evaluator,
select his/her name using the “Administrator” field.

Date: 04/26/2012 3
Time: 10:00 AM v
Duration (minutes): 0
Location: Room 208
Administrator: [case, Tiffany v
Notes:
Notify User: ]

Submit Cancel

3. Complete the Form

1. The Building Administrator Mid-Year Conference form is comprised of four sections: Student Learning
Objectives, Building Administrator Professional Practice, Building Administrator Professional Foundations,
and Additional Information. Preceding all of these is a Date of Conference field, and following all of these
is an Acknowledgement statement to be read and understood by the Building Administrator. All fields and
text areas on this form are visible to both the Evaluator and the Building Administrator.

2. Many sections of this form contain reference data for display-only and do not require interaction. This
includes the Student Learning Objective descriptions, the Rubric Reports, the Component Reports, the
component-specific recent Priority Feedback, and the Artifacts reports.

3. With the exception of the Additional Comments text area at the bottom of the form, all drop-down fields
and text areas on this form must be completed. This includes all component-specific Formative Scores
and Priority Feedback text areas.

4. After entering his/lher comments, scores, and priority feedback in all sections of the form, the Evaluator
must also indicate whether or not the Building Administrator’s Professional Growth Plan was reviewed
during the Mid-Year Conference. This is done using the Professional Growth Plan Reviewed field at
the bottom of the form in the Additional Information section.
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5. Once all required fields have been completed, the Evaluator clicks the Submit button.

4. Form Acknowledgement

As per Form Settings, this form requires Evaluatee acknowledgement. That means the Evaluatee will receive an email
notification requesting acknowledgement. The Evaluatee then logs in to EPSS, reviews tGreg Robnsonhe form, and clicks
the Acknowledge button at the bottom of the form so it can then be finalized by the evaluator. This is also an opportunity
for the Evaluatee to Comment on the form.

8, Print ' o Acknowledge ' / Comment

5. Finalize the Form

The Finalize Element function is found in the Evaluation Profile of the Process View.

1. From the user’s Evaluation Profile, expand components to locate the form in question.
= & (¢

2. Click the Finalize (thumbs up) icon to the right of the Schedule icon.

3. Select:

e “Finalize the element” and click Submit on the pop-up window to immediately finalize the form.

OR

¢ “Route to Administrator” and click Submit in cases where another evaluator needs to review and
finalize the form.

NOTE: Check the Notify User box, if you wish to send an email to the educator indicating that the form has been
finalized or routed to another evaluator to finalize.

Choose an action: @ Finalze the element ) Route to administrator
Natify User:
Administrator: ¥

MNotes:

Submit




